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Approving Signature 

Each document identifier has two letters and five numbers.  The first letter identifies the type of 
document (see below). 
 
The five-digit number represents the number series assigned to a specific division, office, area or 
function.  (See Chart CT-03040.)  The first two numbers identify the division/office/area/function.  
The last three numbers are sequential numbers used to number the documents. 
 
Examples: ET-03022 is a Policy (E) for all Treasury employees (T). 
 
 PC-41001 is a Procedure for Return Processing Division, Income Tax (C-41). 
 

First 
Letter 

 
Document Type 

 

 
Explanation 

See 
Sample 

B Bulletin Provides general information, guidelines and/or discussions. 
 

1 

C Chart (other than 
organization) 
 

Shows information about a subject or activity quickly and 
simply, usually in table format. 

2 

D Decision Table Presents various combinations of conditions involved in 
making decision and the resulting actions to be taken. 
 

3 

E Policy States a definite course of method of action to guide and 
determine present and future decisions.  Issued by 
management at the department, bureau, office or division 
level. 
 

4 

F Form Instruction Explains how to complete a form.  (See Standard 
ST-03007.) 
 

5 

J Job Outline Gives detailed step-by-step instructions for one specific task 
performed by one employee.  Normally referenced within a 
procedure.  (See Standard ST-03001.) 
 

6 

O Organization 
Chart 

Shows in graphic format the principal elements of 
organization at the department, bureau, office and division 
level. 
 

7 

P Procedure Shows a selected cycle of action involving more than one 
employee or group (bureau, office, division, section or unit).  
(See Standard ST-03001.) 
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Sample 

R Responsibility 
Statement 

States the overall responsibility of an employee’s position or 
a section and lists the specific functional responsibilities. 
 

9 

S Standard Defines principles used to establish the required quality 
level of an activity, such as writing procedures or designing 
forms.  Provides a measure of comparison for that activity. 
 

10 

Y Flow Chart Charts a general overview of a work flow involving several 
divisions, offices or bureaus.  Refers to appropriate 
procedures or job outlines for more detailed information. 
 

11 

Z Purpose and 
Objectives 

States the overall purpose or goal of a division/office/bureau 
and lists its functional objectives. 

12 
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FORM INSTRUCTION (F) 
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SAMPLE 12 

PURPOSE AND OBJECTIVES (Z) 
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